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REMORANDUH FOR: Deputy Director for Administration Got 


Director, National Foreign Assassmant Center 
Deputy Director for Onerations 

Deputy Director for Science and Technclogy | - 
Chairman, Executive Career Service Baere 1 ae 


Deputy Director of Centra} Intelligence — 


ee 


FROM 


Establishment of Career carutie Panels for the 
Career Management of Secretarial ana Clerical 


Personne} 


ee 


SUBJECT 


? 

_ 3. A review has been completed of the career inanagement OF . 
secretarial and.clerical personnel. On the basis of this review, r 
the Director and I have concludad that there is a clear and definite — 
need For more formalized, uniform and expanded career management ._ - 
programs. - These programs will assist talented personnel in expanding 

their potential fully, increasing career opportunities, enriching : 
the job environment, and allowing the Agency and the individual - 
employees to more fully realize the.maximum use of the qualifications 


and experience pepres ented by these groups of employees. 


2. Effective immediately, each Head of Career Service will 
initiate planning and undertake actions leading to the establishment 
by 15 May 1978 of a Career Service-level Senior Secretarial Panel 
for the career management, development, competitive evaluation, ~~ 
ranking, promotion and assignment of secretarial personnel in Grades 
GS-08 and above within the Career. Service. In addition, a panel - 
(or panels as may be dictated by the size and composition of the 
secretarial and clerical employee occupational groups) will be 
established by each Career Service and their Sub-grouns to administer 
the career management functions for other secretarial (i.e., GS-07 
and below) and all other clerical employees. . 


3. The Office of Personnel will develop and provide you with 


further instructions and guidance to assist in your development of 
these panel structures. Included in this guidance will be our policy 
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be aicician restricting the: assignment ‘of : tadividuais’ ‘to Gs- 08 aad 
_, e@bove. secretarial positions-to employees with personal grades either | 
'. at the grade level of no more than one grade. ‘evel below that of a 
-.- the position to be filled and the requirement. that alt qualified . : 
--..:.~ personnel.are considered for each position with panel nominations — 
“*" of the three "best" qualified candidates for the. supervisor’ 's nis 
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